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Getting Started

~

Campus

Vorsion: 2008.2.6.final

Montana Edition

mtEmD1_2

User Nama:

Passward:

SignIn >

Enter the User Name and Password provided by your district. Click | Signin >

At this point, your district's home page appears with the current school year, drop-down
list of schools, and information. The screen below is a home page. The first important
feature will be the toolbar, the column on the left, with your name at the top.

Your name will appear at the top of the list. | example, your name is Sped Staff.
Underneath your name is a listing of es that Infinite Campus uses to manage
student records. We will only e of these tools for special education records.

ol v| Calendar|AII Calendars v|

Year | 08-09

vlSchu

Index | Search

District Notices

nes &t thiz time

i# Sped Staff
+| ¥ Student Information

+ @h Census School Notices
+ 4k Attendance No school notices at this tim

+ [ Messenger

B’ Account Settings
L] Access Log Process Inbox

[E Log off * |!|D|Pruoess|51&|:| |Pusted Date||3ue Date

o Frocess Inbox items at this tim
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Home Page

Below your name, you will also see a list of tools, some of which have a “+.” Under
|@ sped BT the following choices appear:

_ _ = ([#%) Student Information
Click * 3 Studentinformation  Notice that * ¥2l Student information General

becomes = i Student nformation anq four tools appear ¥ Heattn
=+ ] Special Ed

underneath, as shown at the right. -
( REDUHE
- ) P, Cenzus
Click on the words =reeial B and it changes the %Aﬁgndﬂncg

. @dex}eamh | Help | [ Me=zenger
uppermost functions from I —— to [] Access Log

| '"“@i@| Help | and opens to the Search Tab allowing a (@) Log ot
search by Student (default), State ID, Staff, All People, and
Help.

__

Click on the plus (+) sign FLI=Peoa £ {5 open the two folders
under the Special Ed tool. L

=l (3] Special Ed
Cazeload
Blank Forms

Clicking ®[Cicaselad hrings up a list of students for whom you are the
designated case manager.

Clicking # L BankFerms gnens up the complete menu of OPI forms.

Technical Note: Navigation Tools

Do not use your Internet browser's navigation tools while using Infinite Campus.
If you used the "Back” button to return to the previous screen, you might be exited
from the Infinite Campus site.

Pressing F-11 on your keyboard hides the browser tool bars and gives you more
workspace. Pressing F-11 again unhides the tool. Within Infinite Campus you can
go back to a previous screen by clicking on the "Documents” tab.
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Advanced Features

w—— ie dReports gnd it opens up a menu of reports
castioad Summary that capture the information from the databases, as shown on
[ Duplicate IDs the left.
|_] Enrollment Owerlap
|1 Enroliment Status
|_] Enrollment Summary
[ 1 File Label= By DOB
| ] Folder Labelz by DOB
| ] Procezs Compliance
ervice Detail
ervice Provider Detail
ervice Provider Summary
Ervice Summany
t Accommodations
1

|l:.".ll:.".ll:.".ll2

L=
L
L
L
L
T

Click ®@census gnd the People tool appears. This function will assist you in locating
records within Infinite Campus. This edition of Montana's Infinite Campus does not use
the Lk atendance or [0 Messenger gqls,

The U #ce=s2Log pytton opens the screen below, which is a list of system logins.

Year | 08-05 * | School | All Schools * | Calendar | All Calendars b
Index | Search Help Timestamp Success Remote IP Remaote Browser
mnﬁn MeCarthy 07/07/2009 0348 PM YES  opihin001529 state mt.ads/10.192.170.26 Maozilla/4.0 {compatible; WE
=1 |3 Student Information 07/07/2009 02:20 P YES  opihin001529 state. mt.ads/10.192.170.26 Maozilla/4.0 {compatible: M$
5 General 07/07/2009 01:58 PM - YES  opihin001529 state mt.ads/10.192.170.26 Maozilla/4.0 {compatible; ME
G Health 07/06/2009 04:16 P YES  opihin001529 state. mt.ads/10.192.170.26 Maozilla/4.0 {compatible: M$
7 [ Special Ed 07/06/2009 10:24 AM YES  opihin001529 state mt.ads/10.192.170.26 Maozilla/4.0 {compatible; ME
+ |_J| Reports 06/M18/2009 11:43 AM  YES  opihIin001263 state.mt ads/10.192.170.35 Mozilla/4.0 {compatible: ME
% 8 Census 06/10/2009 01:38 PM YES  161.7.22.10/161.7.22.10 Mozilla/5.0 (Macintosh; U
%1 Attendance 05/26/2009 10:43 AM  YES  161.7.22.203/161.7.22.203 Mozilla/5.0 {(Macintosh: U
: Dnﬁaengcr 0 20091234 PM YES  216.220.16.4/216.220.16.4 Mozilla/4.0 {compatible; ME
77777 0 2009 1115 AM YES  216.220.16.4/216.220.16 4 Mozilla/4.0 {compatible: ME
05/05/2009 09:46 AM  YES  216.220.16.4/216.220.16.4 Mozilla/4.0 {compatible: ME
05/04/2009 01:20 PM YES  opihin001263 state mt.ads/10.192.170.35 Mozilla/4.0 {compatible; ME

The final element is the~ 122 97 o0, Click 2229 t5 end each session.

3 February 2010



Technical Note: Logging Off

Remember to 22 %% \when you finish each session. This practice ensures that
the next person using your computer will not have access to the student's

personally identifiable information. To further ensure the confidentiality of student
information, & -9 9" \when you leave the computer.

Apply the same confidentially ensuring practices to this digital record as you
would to the traditional paper records you worked with in the past.

Two Windows

Just below the Infinite Campus logo is the “toggle”
button U8,  This button opens and closes the narrow
window on the left, the toolbar with "Index, Search, and
Help tabs at the top.

Campus
Veor Schos

Index | Search @ Help

Click the toggle button once and the | 'ndex || Seareh | el |  [FJETSIEH _
+ Iﬂ] Student Information

outline disappears and the workspace window opensto @, Census
the fullest. Click the toggle button again and the % Y1 Attendance

| Index || Seareh | Help | o tjine appears again. S %I”EESE“HEF
Account Settings

| ] Access Log

Search | Help
[@] Log Off

You can change the width of the | Index
outline by moving your cursor (a white arrow) to the right
hand edge of the outline, watch for the cursor to turn into
a double-headed arrow, click and drag to choose the size of the outline you want.

To the right of the toggle are three drop-down menus, shown below.

” Year Schoal | All 3choolz w | Calendar | AllCalendars w |

These menus let you select the school year, school building, and calendar with which
you work, depending upon your Access Rights. Your system administrator will advise
you about these functions.

The workspace (see illustration below) has three main sections (District Notices, School
Notices, and Process Inbox) arranged vertically. District Notices are posted by your
system administrator. They are viewable to all users within the district School Notices
are posted by your system administrator. They are only viewable to those users who
are assigned user rights to that school. Process Inbox is how the system communicates
that you have an activity to do.
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Year | 08-09 * | School | Truman Elementary | Schedule | All b

District Notices

School Hotices

Process Inbox

> Y[/ Process | Step Posted Date|Due Date
Index, Search, and Help
Use the toggle button to open the toolbar on the left. If

. | ear | 08-089 % | School

you do not see the toolbar, click the button. index SE;mh e
top of the outline h - €8 Sped Staff
The whitetab is the active one. A click on any of the 'l €] Student Information
three tabs changes the color from gray to white and + @k Census

from inactive to active.

You should see your name at the top next to the m. If

you do not see the screen at the right, click on '"de¥ |,

Under the Index tab name are several modules or

tools, beginning with + 7 Student Information

+ ﬁ Attendance

+ [ Me=zzenger
H Account Settings
| ] Access Log

[@] Log off

and ending wit

h [@) Log Off

The "Search” tab has a drop-down menu allowing several methods for finding

individuals or information. A click on | %8¢ | brings up the "Search for a:” tool that
has a pull-down menu. The drop-down list has several choices to locate specific

information. Type in the information you are looking for and click .

Beneath the search engine is a link labeled “Advanced Search>>." The link changes

the Workspace to a Campus Search screen. Clicking on the screen
allows you to tailor your search more specifically and search throughout your school.

Campus Search

Search for a record being tracked in Campus by using search fisldz or by =electing a Saved Filter. If you have created a Saved Filter and do not
zee it in the list, it iz likely the Saved Filter was created for a context other than the current (Example: A student fiter cannot be applied to a

Census Per=zon Search)
ou may gearch gcheol-wide.
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Search for a particular Student Search

student or students by Last Name
entering the criteria you First Name
want to look for into the Student Numbar

appropriate box.

SSN

Grade w

Birth Date

Gender P

StatelD

Perzon ID

Special Ed

Status "

Setting w

Dizability L"
Hel p Tab Index | Search Help
The "' tab provides assistance related to the workspace No tool help found. Try

- m— fu:r related
. . . 2am emDpers
currently in use. For instance, when using the ! documents.

tool, the "&'* tab offers information related to steps to take
when building a team and links to system components related to the topic. An
individual user’s rights may limit access to certain system components. If no

workspace is in use, the "P tab will advise “This is a table of contents/directory of
help for when there is no context.” To look for related documents, click on the
embedded link searching help (the cursor changes from a white arrow to a pointing
index finger when positioned above the blue text). This action changes the focus to
the Index | Search | Help .

6 February 2010



Building An IEP Team

Click on the "™ ™*™®="=| 2b to open the shown below. This editor

has two tools for identifying IEP team members; — Finé & Lk liew Team liember: 54
| 1 Enter Mew Team Member

5ummar\r| Team Members | Ducumenb’.l Contact Log |

[ ] Find & Link New Team Member | ] Enter New Team Member =5 Print Active Onby =5 Print All

Team Member Editor

Start Date End Date Title Mame Eole

[ Fetch Clazzroom Teachers ]

The first tool, L1 Find & Linkliew Team Member: hrings up a search tool, BEEIETRETNTIETTE

that brings up all individuals linked to the student. This tool is shown below. Click and
Cenzus

hold the *! drop-down menu to view the list of individuals, e.g.,

parents and siblings, linked to the student through Infinite Campus' Census database.

The BH drop-down menu shows the New Team Member's relationship to the student
and the level of access the New Team Member has to the Student's IEP.

e View-Only—when using the scheduling function of the AIM system, this puts an
icon on a teacher’s roster that the student has an IEP—they are not able to look
at that IEP with a View-Only role; use this role to add outside agencies (probation
officer, Part C provider, etc.) as a part of the student’s Special Education team for
signatures.

¢ Read-Only—this allows the user(s) to read a PDF version of the student’s IEP or
Evaluation Report.

e Write—this allows the user(s), when given the appropriate rights by the system
administrator, to write information into the student's Evaluation Report or IEP.

e Advisor—this allows the user to view a PDF version of the student’s IEP.

e Service Provider— is allowed to write within the Evaluation and IEP when
assigned the appropriate rights by the system administrator.

e Case Manager—selecting this role assigns the student to a caseload; user is
also allowed to write within the Evaluation and IEP when assigned the
appropriate rights by the system administrator. After a student has been added to
a caseload, that student’s name will appear under the “Caseload” list in the Index
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tab of the selected case manager. Note: there should be only one case manager
assigned to a student.

Use the “Special Ed Staff” or “Advisor Staff” drop-downs to add the team member.

After you have chosen the new team member, click the [_AdTeamliemoer | b0

Find Hew Team Member

Cenzus Rile

| I | | vi
Clazsroom Teachers

Special Ed Staff

| vl

Advizor Staff

| vl

[ Add Team Member ]

The second tool, L Enisriew Teamliember  rings up the screen below. This screen enables
the IEP writer to enter and store information about a New Team Member.

Hote: Team Members that are already tracked in the system should be added using the 'Find &
Link newr Team Member' tool. Team Members added through this interface will not appear in that
user's caseload.

Start Date End Date Title Role
I e I I v
Lazt Nams Firzt Nams

CQualifications

Commentz

Other Phone Work Phone

C b H K | C b H K | =

Cell Phone Ermail

W K | | | v
Save your work with the B Save o [Bysave s continue 10,

At the bottom of this screen is another button, [ e ] , that is a

tool for bringing up the complete list of classroom teachers linked to the student only
when the district uses the Infinite Campus scheduling function.
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Recommended Practice: Team

When building an IEP team, add the parent/guardian first, designate the case
manager, then add additional required and appropriate team members.

Enter the ROLE for each team member other than parent/guardian or case
manager, rather than specific individual by name.

Enter additional team members identified as “other” to provide signature lines for

additional individuals who may attend the meeting.

Once the IEP team has been created and case manager assigned, revisit the
B (Wl Special Ed
Caseload on INDEX and use the “+” to verify the caseload.

The district or cooperative will provide guidance on the assignment of ROLES to
ensure consistency of practice across the district(s).

HOW TO DELETE TEAM MEMBERS

Highlight the Team Member you wish to remove.

Summary | Team Members | Documents | Contact Log |
[ Save X Delete ] Find & Link New Team Member ] Enter New Team Member <=7 Print Active Only (=5 Print All

Team Member Editor

Start Date |End Date | Title | Name | Role

08/24/2009 Mother (GUARDIAN) Day, Carol Read-Only -

08/24/2009 Father (GUARDIAN) Day, Mike Read-Only

08/24/2009 (SPEDSTAFF) Regular, Education Teacher Read-Only m
!

X Delete X Delete
Click =~ toremove the Team Member. Ifthe "~ icon is “grayed-out”

and does not work, contact your system administrator.

HOW TO CHANGE THE ROLE OF A TEAM MEMBER

Double-click the team member whose role you wish to change.

Bam Member Editc

Start Date |End Date | Title | Name | Role

08/24/2009 Mother (GUARDIAN) Day, Carol Read-Only

08/24/2009 Father (GUARDIAN) Day, Mike Read-Only

08/24/2009 {SPEDSTAFF) Regular, Education Teacher Read-Only
08/24/2010 Dr. Smith, Jane View-Onl m
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Then change the role.

Team Member Detail

PersoniD
Person not in the database.
Start Date End Date Title Role
08/24/2009 1] 08/24/2010 l] Dr. [Wr‘ite | :]
Last Name First Name T
. iew-Only
Smith Jane Read-Only
Qualifications
Advisor
Service Provider
Case Manager

T [ save

and click

If you change the End Date for a Team Member (for when the student moves to the
next grade or semester) that Team Member will not have access to the student’s special

education information after that date.

You can also enter a “blank” Team Member by choosing the Role only and leaving other
areas blank. This will print as a blank line on the IEP Signature area.

Technical Note: Data Collection

The information entered into an editor becomes data from which the district or
the Office of Public Instruction can create reports.
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Referral

We are now ready to begin building our special education file for this student.

To do this, we are going to use two different types of forms: simple enterable forms and
editor-based forms. Both of these kinds of forms are designed by the OPl—you will not
have the ability to edit or change them. Simple forms are enterable PDF forms that will
prefill with the student’s demographic information and then allows you to enter the other
applicable information on the form. These forms can be printed out in hard copy, as
well as saved to the student’s electronic special education file. Editor-based forms are
forms made of individual components that contain data fields into which the team adds
information. Editors allow the user to enter information about a specific portion of the
Evaluation Report or IEP. When put together and printed, these editors match the
current OPI forms.

Documents

Click on the tab.

Summary| Team Members| Documents | Contact Log |
“30pen B2 Copy B2y Amend ¢ Delete S Print| Create New Form.. b4

-] 2008-2009 (15)

Create New Form

LEEEM rom the Create New Form
2 | . oo MT Private School Plan

drop-down list. Clicking  |MT Outcome Measures 3-5
on Referral opens to the OPI Referral for Comprehensive m E‘;{“mf‘r”f Performance
Educational Evaluation form. MT 3.5 Year Old EP
MT Transiticn IEP
Complete this form by typing in the relevant information in ETE“‘E'”EE{'”" F:tEF'””

. . rogrezs Repo

the appropriate sections of the form. The form should be Upload Document
prefilled with information already stored in the student’s Access Log

record (e.g., student name, birth date, guardian Accommodatiens/Modifications
Avwrerzive Treatment Plan

Then select
| Create New Form

information). CRT Eligibilty Criteria
[EP Excus=al
Enter a brief statement of the reasons for the request for Manifestation Determination
an initial evaluation. Check the areas that should be e 7 Evaliaton Pan
otice Of Team Mesting
evaluated. Type your name onto the form. Private School Offer

Tranzsfer of Records

. Tranzfer Student Rights - Parent
Click the button. Save buttons are located at Transfer Student Rights - Student

both the top and bottom of each OPI form. Until you Transfer Student Documentation
Criteria for Autizm
Criteria for Cognitive Delay
the form, the software will not allow you to Criteria for Deaf
amend the document. Criteria for Deaf-Blind

Criteria for Developmental Delay
Criteria for Emotional Dizgturbance
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Print
Click the button to view the final document and print a paper copy for the
record. Sign the paper copy that will be stored in the paper file.

Technical Note: Reopening and NOT SAVING simple forms.

Simple Forms like the Referral and Notice of Evaluation Plan are saved by
school year in the Forms area of the Document List.

Elieson, Victor 3
Grade:06 #795 DOB:032TM998 Gender:M

Summary I Team Hembersl Documents I Contact Log I

“50pen By Copy By Amend 4 Delete (S Print| Create New Form...
Documents List
-] 2009-2010 (15)
=3 2008-2008 (7)
|:| WT Supplemental Documents (3)
&-(Z] Evaluations (2)
=23 Forms (1)
- [ Transfer Student Rights - Parent (04/08/2008)

When you reopen a Simple Form you have previously saved you will receive
the following warning:
YWindows Internet Explorer

[ D] Sawving this form will change the document modified date, and thus impact the school wear it
\Q) falls. Do you still want to open the farm?

OF.

Click on “OK” to review the form. If you entered new information into the form

use the Save button to save any changes. The document will move to
the Forms section of the current school year.

If you did not make changes, exit the document by clicking on the student’s
name in your Caseload. That will prevent a document from a previous school
year being moved to the folder for the current school year.
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Notice of Evaluation Plan

Summary | Team Membersl

Click on the Documents tab

7ontEEtEos | ond Select

the Notice of Evaluation Plan from the Create New Form drop-down list.

Like the referral form, this document will be prepopulated
with some information already contained in the database
(Parent/Adult Student, Name of Student, and Date of
Birth).

TO-:
(Parent / Adult Sedent)
Sally Buckwheat 071151954
(Mame of Stadent) Diate of Birth
Has been referred for comprebensive evalaation for the
following reasoms:

Write the reason or reasons why the student needs this
initial evaluation or reevaluation.

Click the box before each assessment procedure to mark
an X indicating which assessments are necessary to
determine initial (or continued) eligibility.

Type the required information on the lines for School

Contact, Phone Number, and Date Sent. When the parent

returns the Evaluation Plan, open the Evaluation Plan
again and type in the date the district received consent on
the Date Returned line.

Create New Form

Create New Form

MT Private School Plan

MT Cutcome Meazures 3-6
MT Sumirmary of Performance
MT IEF

MT 3-5 %ear Ol EP

MT Transzition IEP

MT Evaluation Report
Progress Report

Upload Document

Access Log
Accommodations/Modifications
Awverzive Treatment Plan

CRT Eligibility Criteria

[EP Excu=al

Manifestation Determination

MNotice Of Evaluation Plan

Motice Of Team Meeting

Private School Offer

Referral

Tranzsfer of Records

Tranzfer Student Rights - Parent
Transfer Student Rightz - Student
Tran=fer Student Documentation
Criteria for Autizm

Criteria for Cognitive Delay
Criteria for Deaf

Criteria for Deaf-Blind

Criteria for Developmental Delay
Criteria for Emotional Dizturbance

Schoal Contact

Date Sent

Diate Retwrmed

button to enter the information into the database. Click the

Finally, click the
button to view the final document and print a hard copy for the paper record.

13
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MT Evaluation Report (formerly CST Report)

To develop an Evaluation Report, click on the Pec*™ents | Create New Form
Create New Form w Create Mew Form
tab. Go to the drop- |7 private School Plan

down list, locate the MT Evaluation Report, and click to |uT cutcome Measures 3-8

open.

Student Information

Student Demographicz
Parent/Guardian Demographics
“Parent'Student Comments
“Clazzroom Bazed Azzess,
“*b=servations

Academic Achisvemsnt
Aszsziztive Technology/Services
Behavicral

Cormmunication

Developmental

Functiznal Behavier Azzezzment
Phy=ical

Paycholegical

SocialEmotional

Tranziticn

Other

Eligitility Determination
Recommendations

Dizzenting Report

Mot Eligible

Evaluaticn Report Motes

MT Summary of Performance
MT IEP
. 3-5 Year Old IEP
On the left side of the screen = Tran: P
you will see a list of all editors sT E‘-’ﬂluﬂﬂn Dﬂrt
. rogress Hepo
for a cqmprehensw_e Upload Document
educational evaluation. Note |access Log
that the required editors are Accommodations/Modifications
. : Averzive Treatment Plan
s*rlown with a double asterisk CRT Eligibilty Criteri
( ) [EP Excu=al
Manifeztation Determination

While the Evaluation Outline |Metice OfEvaluation Plan

lists every editor that could be found in an Evaluation Report,
select only those editors that are appropriate and required for
the student.

Some editors will be prefilled with information from the
database (e.g., Student Information, Student Demographics,
Parent/Guardian Demographics). Others are expandable
text boxes for assessment summaries.  Still other editors
contain checkboxes that document team decisions.
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Student Information Editor

To begin writing a MT Evaluation Report, start at the top and open the

Studernt Information

Enter the date on which the

team will meet to determine [ Evaluation Completed

’ inihili ‘Evaluation Date Evaluation Type *Date Consent Received

the student’s eligibility. You - . N
must indicate whether this is | v 077212008 |73

AR ; Created Date Created By Modified Date Modified By
an |n|t|§1I evaluation or 08/05/2008 21:07:59 -  Test, Shannan 03/06/2008 21:07:59 - Test,
reevalugtlon from the =m0 0500 Shannen
Evaluation Type drop-down
menu.

Later, after the team meets and determines eligibility, return to this box and click the
Evaluation Completed checkbox, and finalize the MT Evaluation Report by resaving.
This will lock the report and prevent changes to the signed copy.

The Date Consent Received is the date on which the district received written, parental
consent for the evaluation or reevaluation. Note that the Evaluation Date and Date
Consent received are in red and have an asterisk, indicating that both are required
elements. Until both dates are entered, the software will not allow you to save.

Technical Note:

The Date Consent Received may be copied manually from the Evaluation Plan
to this editor or entered directly. Information does not auto-fill from simple forms
such as Evaluation Plan.

When all three items are entered, click on the Save or Save and Continue button.
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Demographics

Click on the Student Demographics editor to bring up the screen below. Click on the
Refresh Student Information button in the middle, and the system will update the MT
Evaluation Report with information from the Census area.

Summarfl Team Hembersl Documents I Contact Log I

E Save E Save & Continue & Print

Evaluation Qutline
Mote: At the point the plan iz generated, a snapshot of the student data is taken. To geta
Student Demographics frezh copy, click the button below.

Parent/Guardian Demographics
“Parent/Student Comments [ Refresh Student Information ]
“Clazzroom Bazed Azsess.
“*b=servations

Academic Achisvement
Azziztive Technology/Services
Behavioral Race, Ethnicity Birthdate
Comrmunication :

Developmental
Functiecnal Behavier Azzezsment Student Address
Phyzical
Pavchological
SociallEmotional
Transition

Lazt Name Firzt Mame Kiddle Mame Gender

School Name School Phone Student Number Grade

Select the Parent/Guardian Demographics editor to pull up the screen below and click
on the Refresh Guardian Information button in the center to update information about
the student’s parent or guardian. If information is missing contact your AIM system
administrator.

Summarvl Team Hembersl Documents I Contact Log '

H Save E Save & Continue & Print

Guardian Information

Student Information Note: At the point the plan i= generated, a =napshot of the student data i= taken. To geta
Student Demographics fre=h copy of the guardian information, click the button below.
Parent/Guardian Demographics

:ETFEWStUdgnt C;Ements [ Refrezh Guardian Information ]

azzroom Bazed Assess.

**bzervations

Academic Achievement Parent/Guardian comes from the census system and the only people lizsted here are marked
Azziztive Technology/Services as guardians of the student's current household, or direct guardians to the student through
Behavicral the relation=zhip.

Communication
Developmental
Functional Behavior Az=zez=zment
Phyeical

Pswvchological
Social/Emotional
Transition

Other

Eligibility Dietermination
Recommendations
Diz=enting Report

Not Eligible

Evaluation Report Notes

** indicates required editor
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Recommended Practice

Demographics editors have buttons that “refresh” or “get” information. Whenever
one appears, always click it.

Documenting Parent and Student Comments

Click the editor to bring up the text box
(shown below) to summarize comments from the parents.

Student Information
Student Demographics

Parent/Guardian Demographics
**Parent/Student Comments

Evaluations and Information Provided by the *Parent(s) and/or Student

Thesze areas must be addressed in the evaluation “*Clazzroom Bazed Azzesz
*Parent Comments “Qbzervationz
Parent comments should be entered here. |f the parent did not attend the ﬂ ’i"'zﬂfjﬁ_m":_’t"':h'ﬁ"ﬁmﬁf _
meeting, of had no comment, that should be noted here. Agzsistive Technology/Services
;I Behavicral
C icati
Student Commerts DET:::I:J;]ITEHET
Student comments should be entered here, If the student did not sttend the ﬂ Functional Behavior Azseszment
meeting, or had no comment, that should be noted here. Phyzical
;I Paychological
Implications for Educsationsl Planning SocialEmotional
{mplications for Education Planning should be entered here. ransition
mplications for Education Planning should ke entered here ﬂ Other
lI Eligiility Determination
Recommendations
Dizzenting Report
As the red text and asterisk (*) indicate, the Parent’s flot Eligible
Ewvaluaticn Report Motez

Comments must be documented to be able to save and
continue with the Evaluation Report. The evaluation team must also write a statement
of implications for educational planning.

Classroom-Based
Assessment
Indicate the date on which the

*= Clazsroom Based Assessments

Date of Evaluation/Ob=ervation

[ [E

classroom-based assessment
was completed. Select the
name of the person who
conducted the assessment from
the drop-down menu, or enter
their name in the “Other
Evaluators” text box. The red
ink and asterisk (*) indicate that
'E-;aluati:unsi Results | and

Implications for Instructional Planning are
required for a classroom-based
assessment.

Evaluator
| vl

Other Evaluators

*Evaluations

Thiz iz the name of the evaluation that was conducted

*Resultz [3

Summarize the rezultz of the evaluation here - they may be attached if zo
noted|

*Implications for Instructional Planning 3

Implications may be attached through the document upleading process

17 February 2010



Note that the 5= icon shows that district-made templates may be available to assist with
documentation requirements.

Each of the three text boxes (Evaluation, Results, Implications for Instructional

Planning) must contain information in order to use the [ElSave or £)Saved Contive 110N
to move on with the next component of the MT Evaluation Report.

Technical Note: Template Banks

Each district is able to develop template banks for any editor field marked with the
template bank icon. The Office of Public Instruction will not develop template banks.

Template banks contain standardized text for use in a specific data field. The

advantages of templates are: ease of use, guidance on appropriate content,
standards for consistency, and better assurance of compliance with regulations.
The principal drawbacks are decreased individualization. The content of template
banks is determined at the district level. A district may choose not to develop
template banks for any or all fields. The district is responsible for ensuring that the
content of template banks complies with state and federal regulations.

Observations

Enter or select the date of the
Observation, identify the
evaluator(s), describe the
evaluation, name of the
evaluator(s),and summarize
the results, as well as discuss
the implications for
educational planning.

Note that Results and
Implications for Educational
Planning must contain
information in order to use
the [ save or i) Save & Continue
buttons to move to the next
editor of the MT Evaluation
Report.

Date of Evaluation/Ob=servation

| [A

Evaluator

v)

Other Evaluators

*Evaluations

Thiz iz the name of the evaluation that was conducted

*Results 3

Summarize the rezultz of the evaluation here - they may be attached if 2o
noted

*Implications for Educational Planning 5

Implications may be attached through the document uploading process.
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District-produced templates may be available for the ®s=ufiz=la and
Implications for Educational Planning 5 text boxes.

Other Assessments | - e
All of the assessments are shown at the right. Clicking on [ ——————

any of these will open an editor with the same Student Demographics
components as those found on the Carenuyaran Democraphis
Classroom-Based Assessment and Observation “Classroom Based Azscss,
(Date, Evaluator, Evaluation, Results, and =
Implications for Educational Planning).

Academic Achievemsnt

| Azsiztive Technology/Services
Behavioral

Communication

Developmental

Functional Behavior Azzezsment
Phy=ical

Pavcholegical

SocialEmotional

. . . . . | | Transition

Only those assessment editors in which information has Qther

been entered will appear on the print copy of the Evaluation
Report.

Please note that you must also include Results and
Implications for Educational Planning and click either the

[dsave o i Save & Continue 1y 1101 to move to the next
component of the MT Evaluation Report.

Technical Note: Copy and Paste

A contributor to an IEP or other document may enter the information directly into a
text field of the document, so long as he or she has the appropriate user rights.

A specialist, regular education teacher, administrator, parent or other member of
the IEP team may contribute information to the IEP by sending a report or other
content to the case manager for inclusion into the document.

To insert the content into a field, select the text you want, copy the text from the
document, and paste it into the appropriate field. Text copied from most word
processors can be readily pasted, as can documents written with Text Pad or
NotePad. Text copied from Word 2007 docouments, (ending with .docx) may not
copy smoothly, you may wish to open the documents with Textpad or Notepad to
copy and paste.

Text from cells of a spreadsheet (Excel) will paste readily, but formatting may be
lost. Whole spreadsheets cannot be pasted as text documents.

Going to a template bank and clicking on the appropriate selection (highlighted in
blue and underlined) will paste the content selected into the field associated with
the template. You may edit the content of a template's text after it has been
pasted into a field.
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Uploading Documents

Some documents may be uploaded into a student's electronic special education file in
the AIM system. Documents such as school psychologist reports, doctor's notes, and
summaries of evaluation assessments may be easier to upload than to try and "cut and
paste” into the Evaluation Report/IEP. Word documents from Word 2003 and older
(.doc) and Adobe documents (.pdf) may be uploaded. Documents may be scanned to
the local computer and saved as Adobe documents then uploaded.

To begin the upload process, select Create New Form 3
"Upload Document” from the "Create New Create New Form 3
Form" drop-down list on the Document tab. MT Private School Plan

MT Outcome Meazures 3-8
MT Summary of Performance

Type in the name of the document to be T EP
uploaded, and the date you are uploading MT 3-5 Year Oid EP
the document. The OPI recommends MT Transition IEP

. . MT Ewvaluation Report
naming the document so that it can be Progress Report |

associated to the Evaluation or IEP that it is
related to (i.e., Psych Report for Eval Report ' '
3/2/2009). Add any comments that are necessary in the Comments text area.

Document File

Hame

Click on the "Browse" button to Pzych Report for Eval Report 3272008
find the document on your
computer. Once you have
selected the document on your
computer, the path (location) of
that document will appear in the this iz Mr. Janes’ Peychology Report for the Evaluation Report dated
text area next to the Browse 22009

button.

Date
03/05/2009 |7

Commentz

SASEDATAVAIM Achievement In Montana\SPED Rollout do

SASEDATAVIM Achievement In Montana\SPED Rellout do

Click on "Save" to upload the document. The document will appear under the "Forms"
header on the Documents tab. The document is then part of the student’s electronic
file.
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Technical Note: Naming Protocols

The district should establish and use standardized protocols for naming reports.

Doing so will make it easier to locate reports stored under the Forms section of the
Documents list.

The OPI suggests that the district consider this protocol: Assessment, Meeting Date.
Saving a report titled, “Psychological Report 5/4/09,” would clearly indicate a
psychological report. However, districts are free to adopt their own protocols.
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Eligibility Determination

Click on the Eligibility Determination to bring up the screen below.
Summarvl Team Hembersl Documents// Contact Log I
E Save E Save & Continue @ Print /

Evaluation Qutline Eliggibility Determination

Student Infermation Ztddent 15 eligible for =pecial education and related services under the Individualz with
Student Demographics [f=abiltes Education Act. Baziz for making the determination that the student has a
Parent/Guardian Demographics / dizability and needs =pecial education and related services:

**Parent/Student Comments

“Clazzroom Bazed Azzesz, Dizability Criteria:
“hbzervationz

Academic Achievemsnt
Azziztive Technology/Service
Behavioral
Communication

Developmental |:| Dizability Criteria Checklizt Attached

Functienal Behavior Az

Phyzical Why does the student need =pecial education and related services? 3
Pzychological

SocialEmotional

Trangition

‘ Eligibility Determination
Recommendations

Check all disabilities that apply:

Use the expandable text box labeled "Disability Criteria," or check
[] Disabity Crieria Checifist Attached

to document consideration of Disability Criteria.

When you check the

"Disability Criteria Checklist Summary | Team Members | Documents | Contact Log |
Attached” box, you receive [ save i) Save & Continue (A2

a warning to be sure to Evaluation Outline

complete the checklist. S Ef;;”;:ﬁiﬁ ,
Click "OK," then [ save , Earsatfﬁu;rdian D&m;graphics A Complete Disability Checklist
and click on the “Parent/Student EuerentE

Documents tab at the top ppEsroon Based Assess.

of the Workspace. Academic Achisvement
Azziztive Technologw/Services
Behavicral

Comrmunication
Developmental Dizability Criteria Checklist Attached
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From the screen below, choose Create New Form, and select the set of criteria

appropriate for the student.

Summar\r| Team Member5| Ducument5| Contact Log |

“530pen B2 copy By Amend 3¢ Delete & Print B Archive “}Shew Archive
Currently Viewing Active Documents

The criteria for each disability category are listed in the
drop-down menu, grouped together at the bottom of the
document list, as shown on the right.

Clicking on a criteria checklist opens a document that lists
components of the disability criteria which matches the
current OPI form.

In the Disability Criteria Checklist, click the *=* ° button

for each statement. After checking all the *= " items,
click on E5a=  Note that the S™4™ N*™¢ s prefilled, as
are the district's name and address at the top of the form.
The CST Date: will need to be filled in.

You may select more than one set of criteria to identify a
student whose disability meets more than one category.
Be sure to save each set of criteria used.

When you return to the Eligibility Determination editor, click

D Dizabidity Crieria Checkiist Attached

the checkbox. and the Criteria
Checklist(s) will be saved in the Forms area of the
Documents tab.

Next, describe the
student's need for specially
designed instruction.
District-produced templates
may be available for
describing why the student needs special education.
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Create New Form
Upload Document

|Access Log
1Accommodations/Modifications
{Averzive Treatment Plan

CRT Eligibility Criteria

IEP Excu=zal

1Manifestation Determination
1Motice Of Evaluation Plan
|Motice OFf Team Mesting

1Private School Offer

| Referral

|Tran=zfer of Records

iTran=fer Student Rights - Parent
i Tranzfer Student Rights - Student
1Transfer Student Documentation
| Criteria for Autizm

1Criteria for Cognitive Delay

| Criteria for Deaf

1 Criteria for Deaf-Blind

| Criteria for Developmental Delay
1Criteria for Emotional Disturbance
| Criteria for Hearing Impairment

Criteria for Learning Dizability
Criteria for Learning Dizability Rl
Criteria for Orthopedic Impairment
Criteria for Other Health Impairment

Criteria for Speech-Language Impairment

Criteria for Traumatic Brain Injury
Criteria for Visual Impairment

'.;'-.'I'I'.; does the sludent need zpecial education and related services? L5
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Next, check the box or boxes that indicate the disability criteria selected to determine
eligibility.

Note that when you identify Check all disahilities that apply:
Specific Learning Disability, you . "

Aut Cognitive Del
must also address the drop-down Ol Du 'sfm [ Dug: E':_Ed -
list that identifies either the RTI or [ mainEss [l Farminaness
Discrepancy Model as the method ] Developmental Delay ] Hearing Impairment
used to establish SLD eligibility. |:| Emeotional Disturbance |:| Other Health Impairment™

Orthopedic pesciiLanguage mparment
Impairmentt_————
—

famatic Brain Injury |:| Vizual Impairment

Be sure to include medical reports
that are required for Other Health

A ] Specific Learning | -
Impairment and Orthopedic Disability
Impairment_ This can be done * Medical report reguired (diagnogis of orthopedic impairment by a gualified medical

R practitioner)
throth the Uploadlng Documents ** |edical report required (medical diagno=iz of chroenic or acute health problem)

process.
If thiz iz an initial evaluation, was student was referred from Part C
If the student is age 3, indicate [ ves [ ho
whether the student was referred _
from the IDEA Part C program Date Referred: |:|_|

(i.e., STEP, Family Outreach,

Reazon the IEP was not developed and implementsd by the child’s third bithday:

Quality Life, etc.). If so, indicate |

the date of the referral. If
applicable, select a reason why
the IEP was not developed and implemented by the child's third birthday from the drop-
down list provided.

For an initial evaluation, click [ mo if the student was not referred by a Part C agency.
Ignore this section for reevaluations.
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Recommendations

Find the Recommendations

Evaluation Outline. It
displays the Special
Education Services options
list shown at the right.

The Related Services
choices are also shown on
this editor.

Under the Related Services

list, if you select [ Other:
describe the recommendation
in the provided textbox.

Dissenting Report

from the list. Select the Recommendations editor from the

Special Education Services
[] Adapted Phys. Ed. [ ] Math

[ Assistive Tech. ] Reading
=) — .
Related Services

|:| Aszziztive Tech.

|:| Audiology

ull Counzeling

|:| Earhy ldentification/Azzez=ment
[] Medical (diagnestic)

|:| Occupational Therapy

[ Orientation and Mobility

|:| Parent Counseling and Training
|:| Phy=zical Therapy

|:| Speechi/Language

D Tranziticn
=) — -

|:| Pzychological

|:| Recreation

[] Rehabilitation Counzeling

|:| School Health/Nurse Services
[ ] =ocial Work in Schools

|:| Speech/Language

|:| Therapeutic Recreation

|:| Tran=zportation

|:| Other: |

If someone wants to file a dissenting report, select the
editor (shown below) from the Evaluation
Outline. If a team member intends to submit a dissenting

report, note this by clicking the “Print in Evaluation Report”
checkbox. If necgssary, also click the “Dissenting Report will

be attached” chégckbox, then indicate who will submit a
a seperate =tatemeny/of concluzionz: and summarize the Reazons:

supporting this /action.

Diz=enting Repor.

|:| Diz=entigg Report will be attached
|| Print in Evaluation Report

Perzoniz) submitting a =eperate statement of concluzions:

Reazons:
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Student Information

Student Demographics
Parent/Guardian Demographicz
“Parent'Student Comments
**(Clazzroom Bazed Azzess.
“Ohb=eervations

Academic Achisvemnsnt
Azzistive Technology/Services
Behavicral

Communication

Developmental

Functicnal Behavior Azzezement
Phy=ical

Peychaological

SociallEmoticnal

Tranziticn

Other

Eligitility Determination
Recommendations

Mot Eligible

Evaluatiocn Report Motss
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Not Eligible

If the Evaluation Team determines that their evaluation
results do not support a conclusion that the student has a
disability and needs special education, choose the
editor and address the concerns below.

Documentation - if not eligible

Student IS NOT eligible for zpecial education and related =ervices under the
Individualz with Digabilitiez Education Act for the follwing reazonig):

|:| Doez not meet dizability criteria
|:| Lack of ingtruction in reading or math
|:| Doez not demonztrate need for =pecial education

|:| Limited Englizh proficiency

Dizcussion:

Recommendation for accommodation or referral for other 2ervices as
appropriate:

Student Information

Student Demographics
Parent/Guardian Demographics
“Parent/Student Comments
**(Clazzroom Bazed Azzess.
*(0bzaervations

Academic Achievemnsnt
Aszsistive Technology/Services
Behavicral

Communication

Dewvelnpmental

Functional Behavior Azsezsment
Phyzical

Peychological

SocialEmotional

Trangition

Other

Eligibility Determination
Recommendations

Diz=zenting Report

Evaluatiocn Report Motes

The textbox labeled B=cuszion: gllows for documentation of input from team members.

Evaluation Report Notes

The last editor on the Outline list, EEIEEEETIEE brings
up the screen below. This expandable textbox allows for
documentation of concerns, comments, and other input from
team members.

Evaluation Report Notes
Mesting Notes:
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Student Information

Student Demographics
Parent/Guardian Demographics
“Pargnt/Student Comments
**(Clazzroom Bazed Azzess.
#b=servationz

Academic Achisvemsnt
Aszziztive Technology/Services
Behavicral

Communication

Developmental

Functiocnal Behavier Azzeszment
Phy=ical

Pevchological

SocialEmotional

Tranzition

Other

Eligitility Determination
Recommendations

Diz=zenting Report

Mot Eligible

Evaluation Report Notes
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Completing Your Evaluation Report

When you have completed your Evaluation Report, and the parents have signed, it is
time to mark the report as Evaluation Completed. This final step requires you to select
SHLRIE A T e from the Evaluation Outline.

Student Information
¥ Evalustion Completed

*Evaluation Date Evalugtion Type  *Date Consert Received

1302120 Intis x| |ozim3rz008 7]

Created Dat Created By Modified Date hodified By
030202009 16:56:29 -0700 Staff, Sped 030972009 11:44: 27 -0600 Staff, Sped

Check the "Evaluation Completed" box and [&%a. You will be returned to the
Documents tab. Note that a padlock appears under the lock icon on the Evaluations list,
next to the evaluation you just locked.

=[] 2008-2010 {18)

: [_] Flans (4}
[_] WMT Supplemental Documents (2}
El[_] Ewaluations (3}

L (&) MT Evaluation Report (12/08/2008)

Technical NOTE: Locked Evaluations

Do not check the “Evaluation Completed” box until the Evaluation Report has been
reviewed, printed, and signed by the team members.

Populating an IEP with a Disability for an Annual IEP (student
not in AIM)

When creating a first IEP in the AIM system for a student who is currently receiving
special education services, but is not identified in AIM as a student with a disability,
complete the following steps:

On the Documents Tab, select the "Create New Form..." dropdown list and choose the

“MT Evaluation Report.”
Documents I Contact Log I

Delete & F'rintl Create New Form... = I
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In the Student Information editor, enter Evaluation Date from the hard copy Evaluation
report by typing it in (mm/dd/yyyy) or by using the calendar function.
| studentinformation |

CLPORET MO T T

™ Evaluation Completed
Evaluation Dats Ewaluation Type late Consent Received

11/06/2007 7] | Reevaluation _~ | [0sr20/2007 7]

Choose the type of evaluation that was completed - Initial or Reevaluation.

Enter the Date Consent Received. If the Permission to Evaluate form is not readily
available, use the date of the Evaluation Report.

SAVE (not Save and Continue)

In the Evaluation Outline on the left of the screen, select the "Eligibility Determination”
editor. In the text area for Disability Criteria, enter "See Hard Copy Evaluation Report
dated ..." with the date of the report. Enter this same information in the text area for,
“Why does the student need special education . . . “

Check the disability category(ies) for which the student was identified.
SAVE (not Save and Continue)

Go to the "Evaluation Report Notes" editor and enter "See Hard Copy Evaluation Report
dated ..." with the date of the report.

SAVE

Return to the "Student Information” editor. Check the “Evaluation Completed” checkbox
and SAVE.

Click on the "Documents" tab to return to the documents list for the student. The student
will now be indentified in the AIM system as a special education student.

NOTE: This AIM Evaluation Report DOES NOT need to be printed out and placed in the

students’ file. The paper copy of the Evaluation Report/CST is already in the student’s
file.

28 February 2010



The Office of Public Instruction is committed to equal employment opportunity and non-
discriminatory access to all our programs and services. For information or to file a
complaint, contact the OPI Title IX/EEO Coordinator at (406) 444-3161.
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